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l Q  .- bGEORBlA DEPARTMENT OF LABOR 

EMPLOYMENT SECURITY AGENCY 

RECORDS MANAGEMENT AND CONTROLS 

APPLICATION FOR 

ADMINISTRATIVE SERVICES DIVISION t 

Application Nu'mber # 

AMENDMENT TO SECORDS RETENTION SCHEDULE - 
I 

i -., 
FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 'I NOV 7 7 1980 

Application Date: Augus t  12, 1980 

Reads as follows: no on conf ident ia l i t y  

I 

Amended to read: yes on conf ident ia l i t y  

f 

Reason forchange: Georgia Employment S e c u r i t y  Law, G e o r g i a  Code Annotated, 54-642, 1M 

c 
ESA-143 (3/80) 



Unen&&t Insurance Services Divisi.cn 
Claims Center Operations - Statewide 
Attached L i s t  of C1ah-s Centers / .  V .  

M a n a m  t Analyst I 6%-3070 
7 . A C 1  I O N  R E Q U t S r t D  

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  NO FURTHER A C C U M U L A T I O N  A N T I C I P A T E D  

& 
8 .  Earliest b Latest 9 .  Exaci Ser ies  T i t l e  

Dates of Ser ies  

What i s - t h e  function of t h e  o f f i ce  i n  which $his rpcord Ser 'es is c eated? U .  

The function of the Unenployn-ent Insurance D i v l s i a n  is t o  ut&ement &e Georgia EXphyrent 
Security Law which requires that  legal en t i t i es  employing workers in Georgia report and pay 
taxes an wages of such workers; and to  subsequently pay unempl-t insurance benefits t o  such 
covered wOrKers when they became unenployed through no faul t  of their am and when they comply 
with certain e l ig ib i l i ty  requirerents of the Law. 
U n d e r  the Georgia R@qnen t  Security Law workers, who are discharged for  cause or voluntarily 
q u i t  their  jobs, mst be rendered a ncn-monetary determination a their unenployn-ent insurace 
claim w i t h  rights of appeal. ** *** **** *** ** OPP 
Administers claims under UC, Em, UCX, SUA, EE3, FSB Programs. Claims Center receives claims 
and resolves any claimant issue under established nm-mmetary procedures. 

*Unenploymnt Conpensation *Wnenploywnt C a p i ~ s a t i a n  -era1 Rtpl~yees 
***meqloymnt (Iqensat icn x-Service l&a ****Special Unenployment Assistance - *****Extended Benefits ******Federal w l e m e n t a l  Benefits 
1 - This f i l e  contains the  following documents (include form numbers and t i t l e s ,  i f  any-, 

and f i l e  arrangement). 

Doc-ts relating to: maln ta in ing  records of non-mpnetary de_terminations_for 
Unemployment Insurance claims. - 

Included are: FactFinding and n a k m e t a r y  determhations F o m  (ESP.-442@, 403FF, 
403, 442W. 442, 442E1  

File  is arranged i n  sequences by l a s t  four d ig i t s  of Social Security Number .  



' 
* ' .  - ,, PMX -a . - .  . .  ~ . .  ~- ~- \&- 

QUESTIONNAIRE ~ 1 . e .  . YES ' Nii -." i n  th .  p,ope. ~r .n.ler I S  ''irs;' p1em.r ' . p i . l n  
6 

13. Is t h i s  t h e  Record Copy)of t h e  series? 

1 4 .  Is t h e r e  a dup l i ca t ion  o . f ' t h i s  series i n  another o f f i c e  o r  agency? i ,  ..[ 1 [ X I  

15. Is t h e  fn?ow&?on contained i d  t h i s  series ever syn?narized o r  published? [ 1 [ X I  

16. Does t h e  series contain c l a s s i f i e d  informat ion ' requi r ing  s e c u r i t y  handling? [ 1 [XI  

17. Does t h e  series i n i t i a t e ,  amend or.terminate agency p o l i c i e s  and procedures? 1 [ X I  

,i pr I.:-. t 1 

i I 

Attach copy of surmnary o r  pub l i ca t ion .  

18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

19. Is t h e  series (or  major po r t ion  of  i t )  regu la r ly  microfilmed? If yes ,  why? [ 1 [XI 

20. Does t h e  record series $rovide data as input  t o  an EDP f i l e ?  [ X I  [ 1 
21. Does t h e  record  series =contain documentation produced as EDP p r i n t o u t ?  [ 1 [XI  

Disquali,fi.ccdtiong p w t e d  4y Don-metary determinations 

b e c m s  a permanat record on EDP tapes. 

s i t i o n  of t h e s e  f i l es?  
Security Manual (attached). 

22. Has t h e  Federal  Government issued i n s t r u c t i o n s  governing t h e  re ten t ion /d ispo-  [ X I  [ 1 
Par t  V Sectians 9000-9009 and 9193 of Federal Enployrent 

23. W i l l  t h e r e  be a need f o r  t hese  records 10, 15  yea r s  from now? I f  yes ,  what? [ 1 [XI  

24. REQUIREMENTS. The following requi res  t h e  f i l e s  t o  be 'kept  years: 

a. [ ]STATE b. [ ]STATUTE OF c .  []AUDIT d.  MFEDERAL e .  MAADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PEFIOD L A W  DECISION VALUE 

( C i t e  Law, S t a t u t e ,  o r  other  reason f o r  the re t en t ion  requirement) 
Part V Sections 9000-9009 and 9193 of Federal Rrploynmt Security Manual. (attached) 
Based upm standard of dispositian of other claims department documents. 

- 
25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  t he  f i l e  series be cu t  o f f  at t h e  end- 

of each -mCALENDAR YEAR - [  ]FISCAL YEAR -[]OTHER ,then : 

v 3 yrs 1 [x] Hold i n  t h e  cur ren t  f i les  area mon h( ' s ) /  year(s): 
[ ] Transfer  t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold  y e a d s ) :  
[ X I  Destroy. 
[ 1 Transfer t o  S t a t e  Archives f o r  permanent r e t e n t i o n .  
[ 3 Destroy immediately aftel' cut-off.  
[ ] Other: (Specify)  

( Ind ica te  br i e fZy  ra t iona le  for recornendations above/or write 'additiona1 remarks) : 



ce Services Division 
C l a i m s  Center operations - Statewide 
Attached L i s t  of C l a i m s  Centers 

I 

I 
I 

I 
I 

I 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  n D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N  ; 
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  

hicb $his rpcord se r i e s  is cyeete.l? 
TIE functian of the Ummployn-ent Insurance Division is t o  u&tent tne Georgia Ehploynent 
Sxxri ty  Law which requires that legal ent i t ies  employing workers in Georgia report &d pay 
tax2s an wages of such workers; and t o  subsequently pay unemploylrent insurance benefits to  such 
covered workers when they becane unqloyed through no fault  of their own and when they oxply 
w i t h  certain el igibi l i ty  requirements of the Law. 
Lhder the Georgia hp3lOylWlt Security Law workers, & are discharged for cause or volunta~5ly 
quit their jobs, must be rendered a ncn-mmetary determination gn their u n e n p m t  inswane 
claim w i t h  rights of appeai. ** *** **** *** *** 
Administers claims under UC, Em, UM, SUA, EB, FSB Prcgrams. C l a i m s  Center receives c l h  
and resolves any claimant issue under established n s l m e t a r y  procedures. 

***Unenploymnt compensatisl X-service WII ****Special unenpbymmt Assistance 
*****Extended Benefits ******Federal -_c_ supp lertmtal W e f i t s  

** *** 

*Unerrploynent Carpensation **unemployment C c a p 2 s a t i c m  Federal Ryloyees 

11 - This f i l e  contains t h e  following documents ' (include form numbers and t i t l es ,  if any, 
and f i l e  arrangement ) . 

-ts relating to: maln ta ln ing  records of  non-monefary determinat ions for  
hemp I oyment I nsurance cl aims. 

Inclu&d are: FactFinding and n&-mnetary deterhinations Forms (ESA442FF, 403Fp, 
403, 442LO. 442, 4 4 2 x 1  



L 
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13. Is t h i s  t h e  Record Copy or' t he  series? Ix.1 i l  

1 4 .  I s  t h e r e  a dupl ica t ion  of t h i s  series i n  another  off ice  o r  agency? [ 1 [ X I  

I [ X I  

16. Does t h e  series contain c l a s s i f i e d  information r equ i r ing  s e c u r i t y  handling? [ I [XI  

17. Does t h e  series i n i t i a t e ,  amend or . te rmina te  agency p o l i c i e s  and procedures? r 1 [XI  

la. Could the f m c t i o n  be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [XI I I 

19. Is t h e  series ( o r  major po r t ion  o f  i t )  r egu la r ly  microfilmed? I f  yes, why? r 1 [XI 

20. Does t h e  record series rovide data as input  t o  an EDP f i le?  [XI  I 
[ I [ X I  

22. Has t h e  Federal  Government i s sued  i n s t r u c t i o n s  governing t t e  re ten t ion /d ispo-  -- ~ . I X l  I 3 

23. W i l l  t h e r e  be a need f o r  these records 10, 15 yea r s  from now? I f  y e s ,  what? [ I [XI 

I ,i 

> ,  
I 

15. Is the  informa'tion contained i p  t h i s  series ever  summarized o r  published? 
Attach copy of summary o r  pub l i ca t ion .  

Disqualifications. pr ted by nonnvletary determinations 
21. Does t h e  record  series contain documentation produced as EDP p r in tou t?  

becares a permanent recod cy) EDP tapes. 

s i t i o n  of theCieTXZT?--PZk-V &E%$&s 9000-90'09-and 9193 of Federal -1o-t 
Security Manual (attached). 

ond) 

---- ll_-l-ll-I I-_ 

2b. REQUIREMENTS. The following requi res  t h e  f i l e s  t o  be 'kept  - _years : 

8 .  [ ]STATE b .  ]STATUTE OF c.  [ ]AUDIT d. MFEDERaL e .  ~ADb!INISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERICD I" DECISION VALUE 

(Cite LCW, Statute,  or  other reason for the retention requirement) 
Part V Sections 9000-9009 and 9193 of Federal Wloymnt Security Manual. (attached) 

. Based upcvl standard of dispositian of other claims department docmts .  
25. AGENCY R E C O M E N D A T I O N S .  T h i s  agency recommends t h a t  t h e  f i l e  series be. cu t  o f f  at the end 

of each -HCALENDAR YEAR -[]FISCAL YEAR -[]GTHER , then: 

- -I -l--l--i-ls.- - - - --- I_____ 

3 Y r S l c J 3  [x] Hold i n  t h e  cu r ren t  f i les  area -- mon h k ) /  y e a r ( s ) :  
[ ] Transfer t o  [ 1 S t a t e  Records Center ( ] Local Holding Area; ho ld  yearts): 
[XI  Destroy. 
[ ] T rans fe r  t o  S t a t e  Archives f o r  permanent r e t en t ion .  
[ 3 Destroy immediately after cut-off.  
[ ] Other: (Specify)  

- 


